Adding a local rule to Outlook to block all e-mail from an address

From the Outlook menu, select "Tools" -> "Rules and Alerts."
(unless you've done this before, your "Rule" field will be blank)

Rules and Alerts

E-mail Rules |Manage Alerts |

Change Rule = =3 Copy... )( Delete | ¢ 4% RunRules Mow,,. Opkions
| Rule (applied in the order shown) | Actions I:

conneckar_resulks
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[ Manaul Qut-of-Office il
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"@RISK ar 'SANT 25 -
Rule description (click an underlined walue to edit):

Apply this rule afker the message arrives

with conneckor_resulks in the subject

delete it

(a4 I Zancel Gpply




Click on "New Rule".

Rules YWizard

¥ Skart creating a rule from a kemplate
" Start From a blank rule

Step 1: Select a template

Stay Organized

ove messages from someone to a folder

-.j Move messages with specific words in the subject to a Folder
5 Move messages sent to a distribution list to a Folder
X Delete a conversation
¥ Flag messages from someone with a colored Flag
Stay Up to Date
= Display mail from someone in the New Tkem Alert Window
ifl Play a sound when I get messages From someone
a Send an alert o my mobile device when I get messages from someone

Step 2: Edit the rule description (click an underlined walie)

Apply this rule after the message arrives
from peaple or diskribution lisk
move it ko the specified folder

Example: Move mail from my manager to my High Importance folder

Cancel = Back I Mext = I Finish

Select "Move messages from someone to a folder" and click Next.




In Step 1, unselect "from people or distribution list," scroll down and select

"with specific words in the sender's address."

Rules Wizard

‘hich condition(s) do waou want ko check?
Step 1: Select condition(s)

[ ] with specific words in the subject
[ through the specified account
[ sent anly ta me

[] where my name is in the To box
[ ] marked as imporkance

[ marked as sensitivity
[ ] Flagged Faor ackion

[] where my name is in the Cc box

[ where my name is in the To o Cc box
[ ] where my name is nok in the To box
[ sent to people or distribution lisk

[ with specific words in the body LI

Skep 2: Edit the rule description (click an underlined walie)

Apply Ehis rule afker the message arrives
from people or diskribution lisk
move it ko the specified folder

X

Cancel < Back I Mext = I Finish




Rules YWizard

Which condition(s) do wau want ko check?
Skep 1: Select condition(s)

[ ] where my name is nok in the To box

[ sent to people or distribution lisk

[ ] with specific words in the body

[ with specific words in the subject or body
[ with specific words in the ressage header
[ with specific wiords in the recipient's address
with specific words in the sender's address
[ ] assigned bo cakeqory category

[ which is an ot of Office message

[ ] which has an attachment

[ ] with a size in a specific range

[ received in_a specific date span

[ uses the Form narne Form

Skep 2: Edit the rule description (click an undetlined walue)

-

L

Apply this rule after the message arrives
with specific words in the sender's address

move it ko theispecifiedifolder

Cancel < Back. I Mext = I

Finish




In Step 2, click on "specific words." Type the address into the empty field and click "Add," then
IIOK.II

Search Text x|

Specify a word or phrase ko search for in the sender's address;

Il:u:uzl:u@l:u:uzu.l:l:um| &dd

Search lisk:

Remove

el

(0] | Cancel

Search Text x|

Specify a ward ar phrase ta search For in the sender's address:

|| fidd

Search list:

"bozo@bozo, com®

Remove |
Ik I Zancel |




Rules YWizard

Which candition(s) do yau wank b check?
Step 1: Select conditionis)

[ ] where my name is nok in the To box

[ sent to people or diskribution lisk

[ ] with specific words in the body

[ with specific words in the subject or bodsy
[ with specific words in the message header
[ ] with specific words in the recipient's address
with specific words in the sender's address
[ assignied to cateqory category

[ which is an St of Office message

[] which has an attachrment

[ ] with a size in_a specific range

[ received in_a specific date span

[ uses the Form narne Form

Step 2: Edit the rule description (click an underlined value)

L

-

apply this rule after the message arrives

move it ko the specified Folder

Cancel < Back I Mexk = I

Finish

When you see the desired address in the rule description, click "Next."



In Step 1, unselect "move it to the specified folder," scroll down and select

"delete it."

Rules Wizard

‘What do you wank o do with the message?
Step 1: Select actionis)
ko & Folder

[ assign it to the cakeqory category
[ ] delete i

[ ] permanently delete it

[ ] move a copy bo the specified Folder

[ Farward it to people o diskribution list

[ Farward it bo people o diskribution lisk as an atkachrment
[ ] redirect it ko people or distribution list

[ ] have server reply using a specific message

[ reply using a specific termplate

[ ] Flag message For ackion in & number of days

[ ] Flag message with a colored Fag

[ ] clear the Message Flag

Step 2: Edit the rule description (click an underlined walie)

x|

Apply Ehis rule afker the message arrives
with bozo@bozo, com in the sender's address
move it ko the specified folder

Cancel < Back. I Mexk = I

Finish




Rules YWizard

What da you want ba do with the message?
Step 1: Select actionis)

[ movee it ko the specified Folder -
[ assign it ko the cakeqory category

idelete ik

[ permanently delete it
[ ] move & copy ko the specified Folder

[ Forward it ko people or distribukion list

[ Forward it ko people or distribution lisk as an attachment
[ redirect it to people or distribution list

[ ] have server reply using a specific message

[ ] reply using a specific template

[ ] Flag message For action in a number of days

[ flag message with a colored flag

[ ] dear the Message Flag ;I

Step 2: Edit the rule description {click an underlined «alue)

Apply Ehis rule after the message arrives

with bozo@bozo.com in the sender's address
delete it

Zancel < Back I Mexk = I Finish

When you see "delete it" in the rule description, click "Next."



Rules Wizard

Are there any exceptions?
Step 1: Select exception(s) (if necessary)

enk if Fraom
[ ] except if the sub pecific words
[ except through the specified account
[ ] except if sent only to me
[ ] except where my name is in the To box
[ ] except if it is marked as impartance
[ except if it is marked as sensitiviky
[ except if it is Flagged For ackion
[ ] except where my name is in the Co box
[ ] except if my name is in the To or Cc box
[ except where my name is not in the To box
[ except if sent to people or distribukion lisk
[ ] except if the body contains specific wards ;I

Step 2: Edit the rule description (click an underlined walue)

Apply this rule after the message arrives
with boza@boza, cor in the sender's address
delete it

Cancel < Back I Mext = I Finish

For no exceptions, click "Next."




Rules Wizard x|

Firish rule setup.

Skep 1: Specify a name For this rule

Skep 2: Setup rule options
[ Run this rule now on messages already in "Inbo:"
v Turn on this rule

™| reate this rule om &ll accounts

Skep 3: Review rule description {click an underlined walue to edit)

Apply Ehis rule afker the message arrives
with bozo@bozo, com in the sender's address
delete it

Cancel | < Back | Mexk = | Finish I

Give your rule a name (you can accept the default) and click "Finish."




Rules and Alerts

E-mail Rules |Manage Alerts |

ﬁ Mew Fule... Change Rule = =3 Copy... )( Delete

+ 4 PRunRules Mow,,, Options

|Rule (applied in the order shown)

: @hbozo.com
conneckor_resulks
Microsoft Security Bulletin
was niot updated
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| Actions
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Rule description (click an underlined walue to edit):

Apply this rule afker the message arrives
with bozo@bozo, com in the sender's address
delete it

You'll now see your rule in the list.

You can change it (e.g., add more addresses to block) by clicking on "Change Rule."

When finished, click "OK" to dismiss the dialog.

I

Cancel

Apply




